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Wrapping it all up: 
 
Any basic course graduate has enough experience to present the material in this Writing 
Improvement Program.  One does not have to be an experienced report writing instructor. 
 
Show your CEO this five month, five-step program, and see if he or she would be willing to 
implement it at your department.  The staff at ILEA believes that if implemented, this program 
will produce a dramatic improvement in your department’s reports.   
 
Thank you for taking the time to further elevate the professional level of Indiana’s law 
enforcement community – The ILEA staff. 
 
 
 
 
 
Officers typically find that once they master creating quality reports, they will experience that -  
 
“The pen is mightier than the sword” – Edward Bulwer-Lytton 
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Report Writing Critical Case Checklist 
Do you have an important misdemeanor or felony case? 

Try using this checklist for writing your report. 
 
 
 

* Think about what the important issues are.  What do you want to accomplish? 
 
* This should give you your focus for this report.  Now you can plan content. 
 
* Diagram your report from your notes.  Use a Webbing or Mind Mapping technique. 
 
* Create a Lead-in sentence for your report. 
 
* Decide what your subdivisions and heading will be for your report. 
 
* Use your Webbing/Mind Mapping diagram and start typing information under your first heading.   
 
* Repeat for all headings. 
 
* Proofread your report on the computer.  Make corrections, move subdivisions, etc. 
 
* Print your report.  Now it is time to slow down.  Think about using better (denser) words, 

eliminating duplication, ambiguous references and the like. 
 
* Give your report to someone else to proofread 
 
 
 
 YOU ARE DONE!  (at least temporarily) 
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ILEA REPORT WRITING SAMPLES 
USING DIFFERENT APPROACHES, STYLES AND TECHNIQUES 

 
An Armed Robbery and Murder Report 

 
EXAMPLE #1 

 
This example uses a strict chronological approach with few other attributes. 
 
While on routine patrol, I was dispatched to the Show ‘em or Tell ‘em Video Store, 3 Strikes Street, Nowheretogo, 
IN, 47666, at 2300 hours on April 1, 20xx, regarding a possible robbery.  When I arrived, I met with Vicki Timm, 4 
Ascare, Gunsight, IN, 47111.  She told me that she and her son, Tiny Timm, had come to the video store to rent a 
travel video when two men entered the store and robbed the store owner, Willie B. (Bob) Dunn, 4 Heavens Way, 
Higherthan, IN, 43210.  Mrs. Timm said that one of these men, she described as a white male, in his late 20s to 
early 30s, 5-9, 160 lbs, with a goatee said he was going to take her to the back room for a few minutes.  At that 
moment, Mr. Dunn then shouted “No” and lunged towards the man with the goatee.  The man with the goatee 
then shot Mr. Dunn two Thymes in the head according to Mrs. Timm.  Mrs. Timm then said that there was a 
bunch of yelling between the two men and the second man described by Timm as white male, in his late 20s to 
early 30s, 5-9, 160 lbs, wearing a uniform baseball shirt grabbed the money from the cash register.  Both men 
then ran from the store.  Timm said that she then called the police using the store telephone.  Upon arrival, I 
notified dispatch to send an ambulance for the store clerk.  Dispatch related that an ambulance was already in 
route.  Just as I was arriving, Officer Leif Savir also arrived on scene who is an EMT.  He immediately began 
treatment on the store clerk.  It was apparent to this officer that Mrs. Timm was very upset, and it took some time 
before I could obtain any useful information to relate to dispatch for broadcast to other units.  During this time, I 
was able to determine from another witness, Justin Thyme, 234 Walkway Street, Thistown, IN 46350, who was 
walking past the store at the time that both men got into a late model Oldsmobile with a broken right taillight and a 
Illinois license plate.  Upon finally obtaining this information, an all points bulletin was made which resulted, within 
two minutes, of a traffic stop on a suspect vehicle approximately five blocks from the scene by officers Ima Kopp, 
badge #777, and Willie Chase, badge #013.  They reported to me that the passenger who was wearing a uniform 
baseball shirt fled from the vehicle but was caught by Officer Chase after a very short foot pursuit.  The vehicle 
and suspect descriptions all matched what I had given dispatch.  Officer Kopp radioed me that he had done a 
Carroll search of the vehicle and found a small bag containing assorted U.S. currency of different denominations 
and two handguns, one Smith & Wesson semi-automatic pistol, serial number 123456789, and one Smith and 
Wesson revolver, serial number 987654321.  Officer confiscated both of these guns as evidence as well as the 
bag of money and, after searching the rest of the vehicle with negative results called Merritt’s Towing to impound 
the vehicle.  The vehicle will be taken to the 3rd Street police impoundment lot.  The Carroll County Ambulance 
service arrived on scene and paramedics, Smith and Jones, stated that Mr. Dunn was deceased and they were 
calling the coroner.  I then secured the scene and called for the detectives.  Detective Sergeant Betty Getsems 
and Lt. Ivan A. Klue arrived on scene a short time later.  They said that they would also get with Officers Chase 
and Kopp to secure the evidence.  I introduced the detectives to Mrs. Timm and they began to interview her.  
They also took command of the scene.  I then cleared the scene at 2350 hours and proceeded to the J. Edgar 
Security Complex and jail.  There, I discovered that the man with the goatee was Bobbie “Gunner” Down, no 
known address, and the man wearing the baseball shirt was Rob A. Stooge, 2 Singsing, Penalton, IN.  Both men 
were charged with Robbery and Murder. 

The above sample does not paragraph information, or use short sentences, subdivide information or 
present facts in any logical fashion other than a strict chronological order, and it does not attempt any 
technique which would make it more concise. 

Now, compare the following approach which begins to integrate some additional techniques.  Do these 
make a significant improvement of this report?  You be the judge! 
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EXAMPLE #2 
 
This example takes the same report but simply divides it into paragraphs.  Notice that the first few words 
of each paragraph introduces a new subject area. 
 
While on routine patrol, I was dispatched to the Show ‘em or Tell ‘em Video Store, 3 Strikes Street, Nowheretogo, 
IN, 47666, at 2300 hours on April 1, 20xx, regarding a possible robbery.   
 
When I arrived, I met with Vicki Timm, 4 Ascare, Gunsight, IN, 47111.  She told me that she and her son, Tiny 
Timm, had come to the video store to rent a travel video when two men entered the store and robbed the store 
owner, Willie B. (Bob) Dunn, 4 Heavens Way, Higherthan, IN, 43210.  Mrs. Timm said that one of these men, she 
described as a white male, in his late 20s to early 30s, 5-9, 160 lbs, with a goatee said he was going to take her to 
the back room for a few minutes.  At that moment, Mr. Dunn then shouted “No” and lunged towards the man with 
the goatee.  The man with the goatee then shot Mr. Dunn two Thymes in the head according to Mrs. Timm.   

Mrs. Timm then said that there was a bunch of yelling between the two men and the second man described by 
Timm as white male, in his late 20s to early 30s, 5-9, 160 lbs, wearing a uniform baseball shirt grabbed the money 
from the cash register.  Both men then ran from the store.  Timm said that she then called the police using the 
store telephone.   

Upon arrival, I notified dispatch to send an ambulance for the store clerk.  Dispatch related that an ambulance 
was already in route.  Just as I was arriving, Officer Leif Savir also arrived on scene who is an EMT.  He 
immediately began treatment on the store clerk.  It was apparent to this officer that Mrs. Timm was very upset, 
and it took some time before I could obtain any useful information to relate to dispatch for broadcast to other units.  
During this time, I was able to determine from another witness, Justin Thyme, 234 Walkway Street, Thistown, IN 
46350, who was walking past the store at the time that both men got into a late model Oldsmobile with a broken 
right taillight and an Illinois license plate.   

Upon finally obtaining this information, an all points bulletin was . . .  

EXAMPLE #3 
 

Now let’s place a few Headings in the report and pull out the redundant information.  If full names, 
addresses, serial numbers on guns, etc. are reported elsewhere in the report (such as in the “block” 
section of the report or on an attached Evidence Log), keep these out of the narrative.  We can also take 
a few things out of chronological order to improve the report.  For instance, wouldn’t it be better to 
know both suspects’ names at the beginning of the report? 

Complaint: 
While on routine patrol, I was dispatched to the Show ‘em or Tell ‘em Video Store at 2300 hours regarding a 
possible robbery.   
 
Victim Account: 
When I arrived, I met with Vicki Timm.  She told me that she and her son, Tiny Timm, had come to the video store 
to rent a travel video when two men, later identified as Rob A. Stooge and Bobbie Downs, entered the store 
and robbed the store owner, Willie B. (Bob) Dunn.  Mrs. Timm said that one of these men, she described as a 
white male, in his late 20s to early 30s, 5-9, 160 lbs, with a goatee said he was going to take her to the back room 
for a few minutes.  At that moment, Mr. Dunn then shouted “No” and lunged towards the man with the goatee.  
The man with the goatee then shot Mr. Dunn two times in the head …  Both men then ran from the store. Timm 
said that she then called the police using the store telephone.   
 
Officer Actions: 

Upon arrival, I notified dispatch to send an ambulance . . .  
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EXAMPLE #4 

Next, let’s rearrange the information in the report.  We can place like information under common 
subdivisions, such as evidence collected and officers involved.  We can list some of these in a bullet style 
format and place some critical information at the beginning of the report (a technique we identified in 
class as employing a “preamble” or an “inductive” progression).  A good example of this is the use of a 
lead-in sentence that summarizes the entire incident at the very beginning of the report. 

Complaint: 
I was dispatched to the Show ‘em or Tell ‘em Video Store at 2300 hours regarding a robbery which 
resulted in Bobbie Downs and Rob A. Stooge being arrested for robbery and murder after the shooting 
death of the store clerk, Willie B. Dunn. 
 
Victim Account: 
When I arrived, I met with Vicki Timm, who said . . . 
 
 * 
 * 
 * 
 
Evidence Collected: 
One Smith & Wesson semiautomatic pistol 
One Smith & Wesson revolver 
One 76 Oldsmobile Delta 88 
U.S. Currency in the following denominations: 
 3 – twenty dollar bills 
 2 – Ten dollar bills 
 4 – Five dollar bills 
 
Officers Involved: 
Lief Savor  Provided initial first aid to victim 
Ima Kopp  Performed traffic stop and arrest of Stooge 
Willie Chase  Foot pursuit and arrest of Down 
Betty Getsems Detective on scene 
Ivan A. Klue  Lead Detective 
 
Follow-up Investigation: 
 
I later talked with … 
 
 
 
Hopefully, officers can see how incorporating these additional techniques improves this report and 
makes it easier to read and easier to find the facts in the case for prosecutors, judges and jurors.  
Students are encouraged to integrate these additional techniques into their reports as they develop their 
skill levels.  There are, of course, many other advanced approaches, but mastering even these few 
techniques will greatly improve an officer’s written reports. 
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ILEA Report Writing Forms – 
 
Students are invited to use their department forms for all homework assignments so that they can 
become comfortable in completing these forms.  For convenience or if a department does not have 
an individual form for the required homework assignment, students can used the ILEA supplied 
report forms.  These forms include: 
 

• An Evidence Log  
 

• A Formal Witness Statement Form 
 

• A Probable Cause Affidavit  
 

• An Arrest Report form and supplement  
 
These forms can be found on your tablet, in the Student Manual (Appendix B), on the ILEA 2506 
page, and on all of the computers in the computer lab.   
 
In the computer lab, after logging in, click on the “Basic” folder on the desktop.  Then click on the 
“All Report Writing Forms” folder. 
 
To access material on the 2506 page, establish an Internet connection and then enter the address: 
 
www.in.gov/ilea/2506.htm 
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STATE OF INDIANA ) 
    ) SS: AFFIDAVIT TO ESTABLISH PROBABLE CAUSE 
HENDRICKS COUNTY ) 
 
 
 
Being duly sworn, the affiant, _________________________, says that: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I swear or affirm under the penalty of perjury that the foregoing is true. 
 
 
 
        ____________________________ 
        Signature of Affiant 
 
 





		says that: 

		Signature of Affiant: 

		PrintButton1: 

		TextField1: 










ILEA Police Department 


Evidence Log 


Page ____ of ____ 
 
 


Log Pertains to Case #    Type of Case  
Officer Collecting Evidence:    Officer Academy ID#   
Date Evidence Collected    Location Where 


Collected 
 


Other Officer at Scene    Other Officer at Scene   
Other Officer at Scene    Other Officer at Scene   
Item#  Quantity  Detailed Description & How Marked 
     


     


     


     


     


 
       ______________________________ 
       Signature of Collecting Officer 
 


Item(s) Turned Over To: 
Item(s) # Name (or Placed in Evidence Locker #) Receiving Officer Signature Date 


    


Item(s) # Name (or Placed in Evidence Locker #) Receiving Officer Signature Date 
    


Item(s) # Name (or Placed in Evidence Locker #) Receiving Officer Signature Date 
    


Item(s) # Name (or Placed in Evidence Locker #) Receiving Officer Signature Date 
    


Item(s) # Name (or Placed in Evidence Locker #) Receiving Officer Signature Date 
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Log Pertains to Case #    Type of Case   
Officer Collecting Evidence:    Officer Academy ID#   
Item#  Quantity  Detailed Description & How Marked 
     


     


     


     


     


     


     


     


     


     


 
       ______________________________ 
       Signature of Collecting Officer 
 


Item(s) Turned Over To: 
Item(s) # Name (or Placed in Evidence Locker #) Receiving Officer Signature Date 


    


Item(s) # Name (or Placed in Evidence Locker #) Receiving Officer Signature Date 
    


Item(s) # Name (or Placed in Evidence Locker #) Receiving Officer Signature Date 
    


Item(s) # Name (or Placed in Evidence Locker #) Receiving Officer Signature Date 
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		Other Officer at Scene: 

		Other Officer at Scene: 

		(Item#, <Row 1>): 
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ILEA Police Department 


Voluntary Witness Statement 
 


Page ____ of ____ 


Officer Taking Statement    Officer Academy ID#   


Statement Pertains to Case #    Type of Case   


Date &Time Taken    Location Where 
Statement Taken 


 


Statement Taken From: 
Full Name    Address   


DOB    Other Identifying 
information 


 


I swear or affirm that the statement I am giving (hereunder) is truthful and accurate: 


 


 
 
        _____________________________    _____________________________ 
         Signature of Officer Taking Statement    Signature of Person Making Statement 





		Officer Taking Statement: 

		Officer Academy ID#: 

		Statement Pertains to Case #: 

		Type of Case: 

		Location Where Statement Taken: 
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Arrest Report 


Page ____ of ____ 
 


Arresting Officer    Date & Time 
of Arrest 


  Arresting Officer 
Academy ID # 


 


Location of Arrest   


Location of Offense   Case #   


Other Officer 
Involved & ID# 


  Other Officer Involved 
& ID# 


 


Other Officer 
Involved & ID# 


  Other Officer Involved 
& ID# 


 


Arrested Person #1    Address   


DOB    Other Identifying 
Information 


 


Charge
   


  IC Code #  


Charge
   


  IC Code #  


Charge
   


  IC Code #  


Arrested Person #2    Address   


DOB    Other Identifying 
Information 


 


Charge
   


  IC Code #  


Charge
   


  IC Code #  


Charge
   


  IC Code #  


Arrested Person #3    Address   


DOB    Other Identifying 
Information 


 


Charge
   


  IC Code #  


Charge
   


  IC Code #  


Charge
   


  IC Code #  


Summary:  
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  Case #  
__ Compl. 
__ Victim 
__ Witness 


 
Full Name 


   
Address 


 


DOB    Other Identifying 
 Information 


 


Vehicle Involved (if any)    Vehicle Status   


Investigation and Arrest Details: 
 


    
Officer Signature 


___________________________________ 
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		PrintButton1: 
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		Officer Signature: 
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